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SFA University Registration System Reference Guide
Introduction

REGISTRATION SYSTEM OVERVIEW

This guide serves as a resource for users of FSA University's new Registration System,
which replaces the current registration website. The Registration System will contain all
FSA University training events in a searchable, online catalog and will enable you to
register for those events. In addition to registration, the System will show you
upcoming FSA workshops, and provide you with your transcript. The System will send
you automated email reminders of your upcoming training classes.

In order for the System to provide this information, you must set up a registration
account. Setting up the account requires you to provide certain information about
yourself (address, email, etc.) and select a username and password. The username and
password allow you to log into the System and to get your personal information.

To register for classes, you must enter your username and password on the login page.
If you want to search the catalog but do not want to register, you can select the browse
option on the login page and view the events listed in the catalog.

When you log into the Registration System, you will enter through a login page that
uses an application called Jamcracker. You will see the Jamcracker name on the login
screen. If you have problems setting up your registration account or logging in, call the
Jamcracker Support Center at the number provided. For questions about workshops,
continue to call FSA University.

SYSTEM REFERENCE GUIDE OVERVIEW

This reference guide provides step-by-step instructions for using the Registration
System. In addition to this guide, there is an on-line help feature in the System.

The system activities in this reference guide have been grouped into the following
categories:

>  Set-up

»  Prior to conference/workshop

»  After attending conference/workshop

»  Maintenance

Refer to the table of contents for more details on the activities listed above.
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Set-up: Create a Registration Account

CREATE A REGISTRATION ACCOUNT

Creating a registration account in the Registration System is a one-time activity that
must be completed before registering for an FSA University conference or
workshop. By entering your contact and organization information and by creating a
personal username and password, you will be given a personal account in the
Registration System.

FSA University recommends that you create a registration account when first
accessing the Registration System from FSA University’s Training Site

(http:/ /www.ed.gov/offices /OSFAP/sfau). However, it is possible to browse the
conference and workshop offerings without creating a registration account.

The focus of this section is to learn:
> How to create a registration account

The following sections should be completed before beginning this section:
> None

To create a registration account:

Step1:  From the FSA University Training site, click on the link to the Registration
System.

A login page will appear.
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2} FSA Central - Microsoft Internet Explorer -] 5"
File Edit Wiew Favorites Tools Help ﬁ

GBack v = - (D 7t | Qizearch (G Favorites  {AHistary ||%v = 2% 0

Address I@ om/agent/formsflogin. Fec?TYPE=335544 336REALMOID=06-3bb3ff 3a-d0cs-001 9-0000-7 1 3000007 1 308GUID=8SMAUTHREASON=0&TARGET=https: {{sfa jamcracker .com! j @GD “ Links *

=l
FEDERAL

WFSA Welcome To FSA University

RAVIRSAITY

B E S (mportant Information for Users

Please view our certified browsers and operating systems matrix.

Important Notice: we recommend Internet Explorer 5.5 SP1 users download and install the |atest Microsoft
Java Virtual Machine version from http:/fwww.microsoft.com/java/vmsdl vmd0.htm. If you have any questions,
please contact the Service Center,

Already Have A Registration Account? New to FSA University?

Sign Up Now

Username: I . . .
for a registration account, so that you can register
for conferences and courses,

Password:

Are you a quest user?

Browse the Learning Catalog

Having trouble lagging in?
For technical support call 602-282-8450

For registration infarmation call 202-377-3941
ESa Privacy Statement

Step 2: Click on the “Sign Up Now” link to create a registration account in the
Registration System.

A “Registration Account Setup” page will appear.
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FEDERAL
STUDENT AID

Reqirtenbinadarauednisbun
Prefix: I_L,
First Name: I—
Middle Name: I—
Last Name: I—
Work Phone: I—
Work EMail: I—
Work Fax: I—
Organization Name: I—
Address1: I—
Address2: I—
City: I—

State: |AK >
Zip Code: I—
School Type: I d|
Years of Experience: Iﬂ
sobTitle: [ 5]
oeem: [
Username: I—

{lowercase)

Password: I

(alpha-numeric, at least 6 characters)

Gonfirm Password: I

Security Question: I j

Security Answer: I

FS& Privacy Statement
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Step 3: In the “Contact Information” section, enter your personal contact
information.

NOTE: THE REQUIRED FIELDS ARE IN BOLD AND BLUE TEXT.

Step4:  In the “Organization Information” section, enter your organization and
address information. Select your school type, years of experience working
with financial aid processing, and job title.

NOTE: IF YOUR SCHOOL TYPE OR JOB TITLE ARE NOT LISTED IN THE LIST OF
OPTIONS FOR THE “SCHOOL TYPE” OR “JOB TITLE” FIELDS, THEN SELECT THE
MOST APPROPRIATE OPTION OR SELECT “OTHER”.

Step 5:  Inthe “Account Information” section in the “Username” field, enter your
personal username.

NOTE: THE USERNAME MUST BE BETWEEN 1-20 CHARACTERS IN LENGTH AND
LOWERCASE. THERE CAN BE NO SPACES IN THE USERNAME BUT AN
UNDERSCORE CAN BE USED.

Step 6:  In the “Password” field, enter your personal password.

NOTE: PASSWORDS MUST BE AT LEAST 6 CHARACTERS AND INCLUDE LETTERS

AND NUMBERS.
Step 7:  In the “Confirm Password” field, enter your personal password again.
Step 8:  In the “Security Question” field, select a question from the dropdown menu.
Step 9:  In the “Security Answer” field, enter the answer to the question selected in

the previous step.

NOTE: MAKE SURE TO REMEMBER WHICH SECURITY QUESTION WAS SELECTED.
IF YOU FORGET YOUR USERNAME OR PASSWORD, YOU WILL NEED TO KNOW
THIS SECURITY QUESTION AND ANSWER.

Step 10:  Click on the “Submit” button.

A “Registration Account Setup Pending” window will appear.
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Step 11:

3 Message - Microsoft Internet Explorer

T

File Edit Wiew Favorites Tools Help

GBack v = - (D 7t | Qizearch (G Favorites  {AHistary ||%v = -EHED R

Address I@ https:{fcentral. jamcracker. com/serviet/SelfRegistrationServietSelfRegister Submit j @Gn “ Lirks **

FEDERAL
STUDENT AID

B

Registration Account Setup Pending

We have received your registration account setup
infarmation. Please wait while we create your registration
account. This may take a mament,

Wait until your registration account is set-up.

A “Registration Account Setup Successful” window will appear.

NOTE: THE WAIT SHOULD NOT TAKE LONGER THAN ONE MINUTE.

Z Message - Microsoft Internet Explorer

File Edit vwiew Favorites Tools Help

GBack ~ = - @ & | Qsearch GalFavortes (dHsory BN S - 2 & @ 8

Address [@] https: central. jameracker. com/serviet/SelfRegistrationServiet SelfegisterlsUserctiveForSaba x| @ “Llnks »

FEDERAL
STUDENT AID

Registration Account Setup Successful
Thank you for setting up for registration account.

You will receive an email confirmation of your
successful registration account setup

Register for conferences and courses
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Step 12:  Click on the “Register for conference and courses” link to launch the
Registration System.

A temporary “Welcome to FSA University” window will appear. After
several seconds, the Registration System will launch automatically.

J Central - Microsoft Internet Explorer

File  Edit  Wiew Favorkes  Tools  Help |

osoft Internet Explorer

»
alendar inks
U, Departsl af
Education kker
= Enrollments 1.
Welcome! richard gere Today ist Feb 12, 2002 | out
. Development
wel LEw This page shows an ouervlaw of the information you need to track. You can see details by clicking any
el Search Learming underlined itern. Choose which information appears on the page by going to "Personalize this Home
Catalog Page"
= Drder History
M
Ll The "Motices" area below helps you stay an top of all your

Saba learning, All you need ta do is dick on the "See All" link
next to each item to see a full explanation of each natice,

This list updates each tire you lag in so your information is
always current,

Pending Order Requests
m Mo Results Found.

T35

Upcaming Classes

nl Mo Results Found.

21 Wait-listed Registrations
E e Results Found.
Developrant Plan- Ttems to Do

Mo Results Found,

Step13: Maximize the Registration System window by clicking on the maximize
button in the upper right corner of this window.

Final step.
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LOG INTO THE REGISTRATION SYSTEM

Logging in the Registration System is not required to view a list of FSA University’s
offered workshops and conferences, but you must log in before registering for a
workshop or conference. You must also log in to access your personal registration
account. Because the registration process is faster if you log in before searching the
list of offerings, it is recommended that you log in each time you access the
Registration System.

The focus of this section is to learn:
» How to log into the Registration System
» How to obtain a forgotten login username
» How to reset a forgotten login password
The following sections should be completed before beginning this section:

» Create a Registration Account

To log into the Registration System:

Step1:  From the FSA University Training site, click on the link to the Registration

System.

A login page will appear.

JSETy|
File Edit vwiew Favorites Tools Help ﬁ

WHBack -~ = - @ a3 | @Search (] Favarites ngstary ||%v = E ﬁ o} ‘g

Address [@] omjagent forms/login.Fec?TYPE=335544 38R EALMOTD=06-3bbi3Ff Ja-dlc3-001 9-0000-7 130000071 I0RGUID=BSMAUTHREASON=DBT ARGE T=https: /sFa jamcracker.comf ¥ | (G0 “Llnks »

=l
Cenaa
b A
_

k1J|"”r)l:51‘5\ Welcome To FSA University

QT gl [rportant Information for Users

Please view our certified browsers and operating systems matrix.

Important Motice: We recommend Internet Explorer 5.5 SP1 users download and install the |atest Microsoft
Java Virtual Machine version from htto:/Awww microsoft.comdjava/vmdl vma0.btm, If yvou have any questions,
please contact the Service Center.

Already Have A Registration Account? New to FSA University?

Sign Up Now

Username: I K . .
for & registration account, so that you can register
for conferences and courses,

Password: I

?
Are you a guest user?

Browse the Learning Catalog

Having trouble logging in?
For technical support call 602-282-8450

For registration information call 202-377-3941
ES# Privacy Statement
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In the “Username:” field, enter your personal username.

Step 3:  Inthe “Password:” field, enter your personal password.

NOTE: YOUR USERNAME AND PASSWORD WERE CREATED WHEN SETTING-UP
FOR A REGISTRATION ACCOUNT. IF YOU HAVE FORGOTTEN YOUR USERNAME
OR PASSWORD, REFER TO THE SECTIONS BELOW.

Step4:  Click on the “Login” button.

A Jamcracker window and temporary “Welcome to FSA University”
window will appear. After a few seconds, the Registration System will
launch automatically.

7 Central - Microsoft Internet Explorer

=[8]x]

File Edit vwiew Fawvorites Tools  Help

GBack ~ = - @ & | Qsearch GalFavortes (dHsory BN S - 2 & @ 8

Address I@ https:ffcentral jamcracker, com/JCPorkal

j &G “Llnks =

-
z:;:,;i:m"'"“’! MyCompany Services Support  Marketplace famcr. acker

Learning

e
Welcome, Janet 2437 Live Support user's guide | log out

Welcome to your Workspace.

Mo Campany Announcements 23 Alert - Microsoft Internet Explorer - 0] x|

Welcome to FSA University _
ortal announcement ; : )
The registration system will launch momentarily

Stay up to date on the latest application
Jamcracker by wisiting www . Jamcracker.c If wou exit the registration system you can re-enter
through the Learning icon above

last 5 service requests

Mo Service Requests Found

Feedback | Privacy | Security

Adamcracker
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T Central - Microsoft Internet Explorer

File  Edit  Wiew Favorkes  Tools  Help |

“J My saba - Microsoft Internet Explorer [

R
Calendar | Contact Us elp | About PR finks

US. Bepartmet of
Education

= Enrollments 1.
Welcome! richard gere Today ist Feb 12, 2002 | out

. Development

well Ha This page shows an overview of the information you need to track, You can see details by dicking sny

Sl (e underlined itern. Choose which information appears on the page by going to "Personalize this Home

Catalog Page"

= Drder History
M

- Transaipt The "Hotices” area below helps you stay on top of all your

Saba learning, All you need ta do is dick on the "See All" link
next to each item to see a full explanation of each natice,

This list updates each time you log in 5o vour information is
always current,

Ir Pending Order Requests

m No Results Faund.

e e —
e Upcoming Classes

ol No Results Found.

21 Wait-listed Registrations

E Mo Results Faund.
Development Plan- Items to Do
Mo

Mo Results Found,

Step5:  Maximize the Registration System window by clicking on the maximize
button in the upper right corner of this window.

To retrieve your username if forgotten:

Step1:  If you have forgotten your username, click on the “Having Trouble Logging
In?” link on the login page.

A “Login Help” page will appear.

Step 2: Click on the “Retrieve Your Username” link.

A “Forgot Your Username?” page will appear.
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2} Forgot Your Username - Microsoft Internet Explorer -] 5"

File Edit Wiew Favorites Tools Help |

GBack v = - (D 7t | Qizearch (G Favorites  {AHistary ||%v = -EHED R

Address I@ https:ffcentral. jamcracker. com{agent {forms/SelfRegisterForgotUserI0. hitml j @Gn “ Lirks **

B

Forgot Your Username?

If you've created a registration account in the past and don't
remermber your Username, please complete the following
infortnation. all fields are mandatory. If your authentication is
successful, you will be logged in to FSA University, You can
retrieve your username from the Profiles and the Services
section,

Please remember to select the correct security question and type
in the exact answer that you provided,

* Your Email Address:
* Password:

A. What is your mother's maiden name?

@

B. What is your favorite color?
C. What is your favorite number?
D. When is your anniversary?

E. Wwhat elementary school did you attend?

o e e Tiie Be |

F. Who is your best friend?

* Now type your answer: I

Step 3:  Enter information in all fields on the “Forgot Your Username?” page and
click on the “Submit” button.

An email will be sent to you with your username.

NOTE: THE SECURITY QUESTION AND ANSWER WERE CREATED WHEN YOU SET
UP YOUR REGISTRATION ACCOUNT IN THE SYSTEM.

To reset your password if forgotten:

Step 1: Click on the “Reset Your Password” link on the login page.

A “Forgot Your Password?” page will appear.
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aFurgot Your Password - Microsoft Internet Explorer

File  Edit ~ Wiew Favorites  Toals  Help | ]
FBack » = o+ ° fa} | @Search [ Favarites @History | %- & 5 P 8
Address I@ https:ficentral jamcracker .com/agent /Forms/SelfReqisterForgotPassword, hbral j @GD “L\nks &

Forgot Your Password?

If you 've created a registration account in the past and dont
remember your password, Please complete the following
infarmation. all fields are mandatory, If this verification is
successful, you will be prompted to enter a new password,

Please remember to select the correct security question and type
in the exact answer that you provided.

* User Login: I
* Your Email Address: I

A. What is your mother's maiden name?

0}

B. What is your favorite color?
C. What is your favorite number?
D. When is your anniversary?

E. What elementary school did you attend?

Y Y DN

F. Who is your best friend?

* Now type your answer: I
Csuomic W clear W —cancel

Step2:  Enter information in all fields on the “Forgot Your Password?” page and
click on the “Submit” button.

If the selected security question and answer were correct, you will be
prompted to change your password and the Jamcracker “My Home” page
will open.

NOTE: THE SECURITY QUESTION AND ANSWER WERE CREATED WHEN YOU SET
UP YOUR REGISTRATION ACCOUNT IN THE SYSTEM.
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To launch the Registration System, click on the “Learning” icon on the top
navigation bar.

entral rosoft Internet Explorer =

File  Edit  Wiew Favorites Tools  Help ‘-
FBack » = - ° @ | @Search [F]Favarites @Hlstory | @v =1 - &2 ‘g

Address [@] L9I2WFeszhsy TyllmivOyuwiG| 510996 1603834772421 74331397 6/7001 {7001 /700270027001 -1 |-276949863845726661 8/1 74331 3956/ 7001 /7001 {7002/7002/7001)-1 7| 6o HLlnks 3

U.S. Department of

L
Education MyCompany Services Support Markelplace Admin gamcracker

welcome, Allison

Welcome to your Workspace.

company announcement coolsite of the day

QP
Mew Benefit information

my profile
Edit My Profile
portal announcement Change Password

In preparation for updates to Jamcracker Enterprise, there will be a
maintenance window starting at 10:00PM PST on Saturday 2/9/02
until 3:004M Sunday 2/10/02. During this time, Jamcracker Central will

he unavailable. If you or others in yvour organization have questions, . .
please contact thér Jarmcracker SE!::J'iDE! Cegnter directly at ?E??) 848- ylisuniites
2586 or (602) 282-8400. Personal Email
dfad
GCase# Description Status

178739-02132002 Provision SABA-LEARNING-,, open

178735-02132002 Provision BE-INFOPOP far.. Closed

178727-02122002 Provision BE-INFOPOP far.. Closed

152274-10172001 Test: Test on CF1 chat s.. Closed

150833-10112001 Waorkspace @ Perform.com .. Closed

Feedback | Privacy | Security

#Hamcracker

|4

Final step.

Department of Education Page 15 of 39
Federal Student Aid 3/25/2002



SFA University Registration System Guide
Prior to Conference/Workshop: Search & Register for Conference or Workshop

SEARCH & REGISTER FOR CONFERENCE OR WORKSHOP

This walkthrough describes the steps of searching and registering for a conference
or workshop in the Registration System. Searching for and locating a conference or
workshop must occur before registering for a training event. These same steps
should be followed for adding your name to a waitlist for a training event. The
System allows searching the Learning Catalog by conducting a general or advanced
search. Conference or workshop attachments can be viewed while searching the
Learning Catalog.

Logging in to the Registration System is not required to view a list of FSA
University’s offered workshops and conferences, but you must log in before
registering for a workshop or conference. You must also log in to access your
personal registration account. Because the registration process is faster if you log in
before searching the list of offerings, it is recommended that you log in each time
you access the Registration System.

The focus of this section is to learn:
» How to search the Learning Catalog for workshops and conferences
» How to register for a conference or workshop

The following sections should be completed before beginning this section:

» Log into the Registration System (recommended if you plan to
register for a workshop or conference but not required)

To search the Learning Catalog for workshops and conferences:

Step1:  Once the Registration System is accessed, either by logging in the System or
by clicking on the link “Browse the Learning Catalog”, click on the “Learning
Catalog” tab in the top navigation bar.

A “Learning Catalog” search page will appear.
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a Learning Catalog - Microsoft Internet Explorer

File Edit ‘iew Faworites Tools  Help

Bsck + = - ) i) ‘ @@search (3] Favorites £ History | B S s (o e g

Address [@] http:/jw13 sabshosted.com/Sabsiie

B U5 Depament ot
Enucation

My Home

Search:

Learming Catalog 'I Learning Catalog

Using the drop-down list on the left, you can choose the catalog you wish to search (defaultis Learning Catalog].
Full Catalog | Class Only

® pfter making a choice, the appropriate search criteria will appear,
Title:

® Enter or seleck your criteria and dick GO,

Group:

All Groups =

Keyward:

jv

Madia:

|

Step2:  To conduct an advanced search of the Catalog, enter information in the
“Title”, “Group”, “Keyword”, and/or “Media” fields and then click on the
“Go” button in the left sidebar. To see the entire Catalog, leave these
optional fields empty and click on the “Go” button in the left sidebar.

A list of learning offerings that match the search parameters will appear.

NOTE: A DESCRIPTION OF THE ADVANCE SEARCH FIELDS IS PROVIDED IN THE

CHART BELOW.
FIELD NAME DESCRIPTION
TITLE NAME OF ITEM IN THE CATALOG (E.G. CONFERENCE TITLE)
GROUP FORMAT OF COURSE (E.G. CONFERENCE, WORKSHOP)
KEYWORD GENERAL SUBJECT MATTER OF COURSE (E.G. TECHNICAL,
REGULATORY, FINANCIAL MANAGEMENT)
MEDIA MEDIA TYPE (E.G. ASSESSMENT, COURSE, ETC.)
Department of Education Page 17 of 39
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a Learning Catalog - Microsoft Internet Explorer

File Edit VWiew Favorites Tools Help |

Bk ~ = - G fa | Bisearch [ Favorites  {History | By & -He B

Address [@] http:fw19.ssbshosted.comfSabatiieb

Calendar

My Home

Search: Search Results: 12 found
Learning Catalog j' On this page, you can find a class for a course. Click on a title to see details.

Full Catalag | Class Only

Title:

| c=rve—r

Ermurs ¥ Bosk on CD o

All Groups 'I B BrownBsalunch Course

Keyword: B Financial Aid Gonferance Course

| N Getting o Know SEA oo

el E¥  Helping Americs Through School Course

I | B  Jarnes Bond Addicts Course

(o ] N LaserPens Yiden
if  public Spesking Guide Book  Baook
B  sFasoring Conference Course
B TEST: Instructor Sec List Course
N Title v Book Book
B Underuater Basket weawing  Course

< | +]

Step 3: To view more information on the course, click on the course title link in the
“Title” column.

A “Course Details” page will appear.

NOTE: COURSE ATTACHMENTS CAN BE VIEWED FROM THE “COURSE DETAILS”
PAGE BY CLICKING ON THE BULLETED LINKS BELOW THE COURSE ABSTRACT.
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a Learning Catalog - Microsoft Internet Explorer
File Edit VWiew Favorites Tools Help

SBack v o v e fat | @Search [3 Favarites @H\stury ‘ %v = - e} g

Address I@ httpiffwl sabahosted.comfSabaweb

Calendar

My Home

Course Details

Search:

Leaming Catalog =
0

SFA Spring Conference CONF1111 CONF
Titla: Abstract:
The U.5. Department of Education is spansoring its new "FSA Spring Conference,” If you liked the old Direct Loan Conference, you will get all that
information in the new "FSA Spring Conference,” including sessions on Cormmon Origination and Disbursement, Verification, Quality Assurance,
—_— Reautharization, Policy and Program Updates, and much mare. We will alse use this eppartunity to share experiences and best practices drawn

from the whole mosaic of student aid,
All Groups 'I

Keyward: * Conference Preview Materials (English Locale)
=
Media:
=
Z| B choose Class Time and Place
@ + pdd to Developrent Plan

GRS T T

Step 4: To find a list of classes for the selected course, click on the “Choose Place and
Time” link.

A “Find a Class: (Course Name)” page will appear.
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Step 5:

Step 6:

a Learning Catalog - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools  Help |i
Bk + = - ) ol | Bisearch [ Favorites  £History | By & -He R
Acddvess [ @] hitp: 19, ssbshosted.comySababed =] #e HLlnks »

Custorner Support | About SFA

My Home

Find a Class for: SFA Spring Conference

Leaming Catalog ¥
4 4 Find by Location Find by Facility Start Date After | Start Date Before

Full Catalog | Class Only
[l Locations =] [All Facilities | [o2i01/2002 B [12/18/2002 B co )

Search:

Title:

Group:

Ny CONFL111 SFA Sprin Us - MD - Marrictt Baltirmore .
All Groups VI =% Confersnce 001014 Baltirnore W aterfront Hotel 202 9{2/02 M35 7995 a

Keyward:

:Iv

Madia:

|

To sort the list of classes by location, facility, or date, select the appropriate
option for the “Find by Location”, “Find by Facility”, “Start Date After”,
and/or “Start Date Before” fields and click on the “Go” button.

NOTE: MORE INFORMATION ABOUT THE COURSE, LOCATION OR FACILITY CAN
BE ACCESSED BY CLICKING ON THE COURSE TITLE, LOCATION, AND FACILITY
LINKS RESPECTIVELY.

To access more information about a class, click on the class number link in
the “Class Number” column.

A detailed “Find a Class for: (Course Name)” page will appear.

NOTE: CLASS ATTACHMENTS CAN BE VIEWED FROM THE “CLASS DETAILS”
PAGE BY CLICKING ON THE BULLETED LINKS BELOW THE ABSTRACT.
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a Learning Catalog - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools  Help |

Bk + = - ) ol | Bisearch [ Favorites  £History | By & -He R

Acddvess [ @] hitp: 19, ssbshosted.comySababed =] #e HLlnks »

Calendar

Customer 8

Uppart

Search: Find a Class for: SFA Spring Conference
Leaming Catalog ¥

Full Catalog | Class Only
[l Locations =] [All Facilities | [o2i01/2002 B [12/18/2002 B co )

Class Details
Group:
All Groups j‘ Start Date | End Date |System Status|Session Template

Keyword: US - MD - Baltirmore Marriott Baltimore Waterfront Hotel 09/02/2002 09/02/2002 Open - Mormal M 3-5

:I' Abstract:

Media: The L., Department of Education is sponsoring its new "SFA Spring Conference.” If you liked the old Direct Loan Conference, you will get all that
L informnation in the new "SFA Spring Corference,” including sessions on Comman Origination and Disbursernent, Verification, Quality Assurance,
I Reauthorization, Policy and Program Updates, and much mare, We will also use this opportunity to share experiences and best practices drawn

@ frarn the whale maosaic of student aid,

* Conference Preview daterials (English Locale)

Instructor

Mo Results Faund,

= Register

=
4 | 2

To register for a conference or workshop:

Step 1:

Once you have identified the conference session or workshop class for which
you want to register, click on the register icon to the left of the course title.

A “Confirm Your Request” window will open. The class selected for
registration will be listed.

“Jshopping Lart - Microsoft Internet Explorer

J Shack - = -~ &Y o} | @ search  [F]Favorites £ History |v = = 2 D |

JAddress I@ DDDDDDDDIDDS&SESSiDnKey:1888205021&no_oF_units:%AD&dummy:D.12240?52954052641j 6>GD

Confirm Your Request =

Fleaze enter information below and click the Check Out button to complete vour request, If you don't
wish to continue, click_Return to Learning Catalog

Wour user narme:
sfapartner Eheck Dut

Items Requested Student Name

COMF1111 SFA Spting Conference:ls - MD -
Baltirnore: 09/ 02/ 2002:09/02/2002

SFA Partner

NOTE: IF YOU HAVE NOT LOGGED IN THE SYSTEM YET, YOU MUST LOG IN
BEFORE YOU CAN REGISTER FOR THE CONFERENCE OR WORKSHOP.
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NOTE: IF THE WRONG CLASS IS DISPLAYED IN THE “CONFIRM YOUR REQUEST”
WINDOW, CLICK ON THE DELETE ICON IN THE RIGHT COLUMN TO REMOVE IT.

NOTE: ADDITIONAL CLASSES CAN BE ADDED TO THE SAME REQUEST FORM. IF
MORE CLASSES NEED TO BE ADDED, CLOSE THE “CONFIRM YOUR REQUEST”
WINDOW AND CONTINUE SEARCHING AND SELECTING CLASSES FOR
REGISTRATION.

Step 2: Click on the “Check Out” button.

An “Order Receipt” window will open. The class selected for registration
will be listed.

/] Order Receipt - Microsoft Internet Explorer

J Back ~ = - ) tal | &l search [ Favorites  E8History ||%v =h 2 D D |

Jnddress I@ http: /w19, sabahosted.comfSabatweb j WGO

Order Receipt

001085  Status: Cpen - Confirmed

-

Items Requested Student Name m Item Status
COMF1111 SFA Spring Conference:lUsS - MD - Cpen -
Baltimore:09/02/2002: 09/ 022002 SFa Partner Confirmed

To view these learning items go to Enrollments

Do you have any of the following accessibility issues or any special needs?

[ peafness: I

™ Blindness: I

r Physical Disability: I

™ other: I

Special Requests: _I

Update Accessibility Needs @

NOTE: BE SURE TO NOTE THE REGISTRATION STATUS IN THIS WINDOW. IF THE
CLASS IS FULL, THIS STATUS WILL BE “OPEN - WAIT LIST”. THIS STATUS
MEANS THAT THE REGISTRATION HAS BEEN WAITLISTED.

Step 3: Click on the “Close” button, if there are no accessibility needs or special
requests.

NOTE: ALL CLASS REGISTRATIONS CAN BE VIEWED BY CLICKING ON THE “MY
DEVELOPMENT” TAB.
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Step4:  If accessibility or other special requests are required, then select the checkbox
to left of the appropriate request and describe the need in the text box to the
right of the request.

NOTE: USE THE “SPECIAL REQUESTS” FIELD TO DOCUMENT ADDITIONAL
NEEDS.

Step 5: Click on the “Update Accessibility Needs” button.

An “Accessibility Update Confirmation” window will appear listing updated
accessibility needs or special requests.

“J http:/ /wi19.5abahosted.com;5abaWeb?ssp=/ems order, /access insert.saba - Microsoft Int... 8 [ml

J SBack ~ = - @D tal | &\ search (G Favorites  £ZHistory ||%v ==l 2B |

J Address I@ http: /w19, sabahosted.com/SabawWeb?ssp=":2Fems%2Farder % 2Faccess_insert.saba j @Go
T
Accessibility Update Confirmation

“ou have updated your order 001033 with the following Accessibility Heeds:

® Physical Dizability

Close Window

Step 6: Click on the “Close Window” button.

NOTE: ALL CLASS REGISTRATIONS CAN BE VIEWED BY CLICKING ON THE “MY
DEVELOPMENT” TAB.

Final step.
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VIEW & CANCEL REGISTRATION

Current registrations can be viewed and cancelled in the Registration System.
Logging in the Registration System is required to view and cancel current
registrations for a conference or workshop.

What is covered in this section:
> How to view and cancel registrations

The following sections should be completed before beginning this section:
> Log into the Registration System
> Search & Register for Conference or Workshop

To view and cancel registrations:

Step 1: Click on the “My Development” tab in the top navigation bar.

An “Enrollments: (Your Name)” page will appear.

F My Development - Microsoft Internet Explorer _ @] x|

File  Edit  View  Faworites  Tools  Help

Btk + = - G ] ‘ @Bsearch (3] Favorites £ History | B & - o Be )

Address I@ http: fve19.sabahosted. com{Sabaweb ﬂ @Gn “Links 2

PEEELE S Enrollments: SFA Partner Sl imnote
- Iranscript
_ Development
i o comues - NN o e W e 1
2/1/02 S$FA Spring Conferance Class  US - MD - Baltimors 3/2/02-5/2/02 Open - Confirmed [
+, Download
B Offline Cantent
B view Results b g;‘::n
Cancel M ark
B errairmant M rpleta
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To cancel a registration, click on the delete icon in the far right “ Action”
column corresponding with the registration that needs canceling.

An updated “Enrollments: (Your Name)” page will appear with the
registration removed.

a My Development - Microsoft Internet Explorer HEE
File Edit ‘iew Favorites Tools Help ‘

oBack v o v ° ot ‘ @SEarch [3] Favorites @Histury | @' = b 3 {8

Address I@ http:{fw19.5abahosted. comySabaweb j PGD HLinks =
SFA

g SnelEnT Enroliments: SFA Partner View Transcript

= Transcript

_ Development

Mo Results Found.

Action Icon Key

3, Download
[} Offline Content
) = Order
B view Results Detail

Cancel Mark

Enrollment Complete

Final step.
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VIEW TRANSCRIPT

The Registration System tracks the conferences and workshops you have registered
for using the System and attended. You can access this information by viewing your
transcript.

The objective of this section is to learn:
» How to view personal transcript

What other sections should be completed before beginning this section:

> Log into the Registration System

To view your transcript:

Step 1: Click on the “My Development” tab in the top navigation bar.

An “Enrollments: (Your Name)” page will appear.

a My Development - Microsoft Internet Explorer HEE
File  Edit ‘iew Faworites  Tools  Help ‘

GBack » = - (@ fat ‘ @hsearch (] Favorites  {HHistory | B & - e Be

Address I@ http!/ w19 .sabahosted, com/Sabatweb j PGU HLinks B

e Enroliments: SFA Partner View Transcript
= Transcript
. Development
B e S e P I TR
2/1/0z2 SFA Spring Conference Class US - MD - Baltimore 9/2/02-5/2/02 Open - Confirmed [3f
+ Cownload
i) Sffline Cortent
o = Crder
B view Results e
Cancel [|Mark
e iment B o plete
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Step2:  Click on the “Transcript” link in the left sidebar.

A “Transcript: (Your Name)” page will appear, listing all classes completed.

; My Development - Microsoft Internet Explorer

SBack v o v ° fa | @Sear:h (#] Favorites @Histurv ||%v =1 ™ 2 g

Calendar Customner Suppert

U.S. Departmant of
Education

L CE
- Enrollments Transcript: SFA Partner View Enroliments
- Transcript

. Development

Plan 02/18/2002 2002 Precertification Training Class Successful 02/25/2002 sfa_allison.webstsr
02/20/2002 2002 Spring Workshop Class Successful 02/25/2002 £fa sllison.webster

Action Icon Key

3. Cownlaad
] offline Contant
e =nOrder
B view Results Detail
S ark
[EHistary Cnmp|EtE

Final step.
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SUBMIT CLASS EVALUATION

The Registration System can also automate the process of gathering feedback about
attended training events. Evaluations for all attended conferences and workshops
will be available through the System.

The objective of this section is to learn:

» How to submit an evaluation

What other sections should be completed before beginning this section:

> Log into the Registration System

To submit an evaluation:

Step1:  From the “MyHome” page, click on the “Assessments” tab in the top
navigation bar.
An “Assessments” page will appear.
a Assessments - Microsolt Internet Explorer !E
File  Edit  View Faworites  Tools  Help ‘ﬁ
{Back - = - ° i ‘ @Search (3] Favarites @Hlstory | @- =] - E | g
Address I@ http:/fw19.5abahosted. comSabaweb j Go HLinks 2
Custormer Support | About SFA | Log Off
ey ey e T
- Surveys Please select the Surveys or Evaluations link in the right frame.
- Evaluations
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Step 2: Click on the “Evaluations” link in the left sidebar.

An “Evaluations” page will appear, listing evaluations to be completed. A
new evaluation has the status of “New Request”.

; Assessments - Microsoft Internet Explorer

GBack » = - (@ ) | @hsearch [ Favorites  HHistory | B-&S = P20

B us Department of
Education

T P My Profie
" Surveys Evaluations: SFA Partner

= Ewvaluations

My Home

Here is s list of evaluations you have been selected to respond.
For an evaluation with "New Request” status, please choose to accept or decline the request, Then dlick "Submit",

For an evaluation with "Accepted” or "In Progress" status, please dick on the evaluation name to start or complete your response.

2002 Precertification Training Evaluation 001040:2002 Precertification Training Class Evaluation New Regquest Arcapt  paclina
2002 SFA Spring Conference Evaluation 001040:2002 Precertification Training Class Evaluation New Reguest Lol Accept el Decline
2002 EAC Conference Evaluation 001040:2002 Pracertification Training Class Evaluation New Reguast (e Accept ol Decline

2002 Financial Management Workshop Evaluation 001040:2002 Precertification Training Class Evaluation Mew Request i Accept el Decline

Step 3:  Select the “Accept” radio button to accept an evaluation, or select the
“Decline” radio button to decline an evaluation.

NOTE: YOU CAN ACCEPT AND/OR DELINE MORE THAN ONE EVALUATION
BEFORE CLICKING THE “SUBMIT” BUTTON.

Step 4: Click on the “Submit” button.

NOTE: ONCE AN EVALUATION HAS BEEN ACCEPTED OR DECLINED, ITS STATUS
CHANGES TO “CONFIRMED” OR “DECLINED” RESPECTIVELY. AFTER AN
EVALUATION IS DECLINED, IT CAN BE DELETED FROM THE EVALUATION LIST BY
CLICKING ON THE DELETE ICON IN THE RIGHT HAND COLUMN.
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; My Saba - Microsoft Internet Explorer

Back = = - ° fat | @Sear:h (#]Favorites @Histury ||%v &

U.S. Departmant of
Education

My Home

ty Darosmant | Lanmiv caiaoo |

Surveys

Evaluations: SFA Partner
- Evaluations

Here is 5 list of evaluations you have been selected to respand.
Far an evaluation with "Mew Request" status, please choose to accept or dedline the request, Then dick "Submit”,

For an ewalustion with "Acceptad” or "In Progress” status, please dick on the evaluation name to start or complete your response.

2002 Precertification Training Evaluation 001040:2002 Precertification Training

Class Evaluation  Accepted
2002 SFA Spring Conference Evaluation

001040:2002 Precertification Training Class Evaluation Declined @
2002 EAC Conference Evaluation 001040:2002 Precertification Training Class Evaluation Deaclined @
2002 Fiscal Managerment Waorkshop Evaluation 001040:2002 Precertification Training Class Evaluation Accepted

D D

Step 5:  If the evaluation was accepted, click on the evaluation name link in the
“Evaluation Name” column.

A “Welcome to Saba Learning Online” page will appear.
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J saba Software - Microsoft Internet Explorer HEE

GBack = - (@) fal | Qi Zearch  [3)Favorites  HHistory | B & v 3o

m
exit help

Table of Contents :

This evaluation will be used by SFA University to gather
feedback on the Fiscal Management Training workshop,

Description :

Contents Visited Bookmark

SFA Standard Template

Welcome to Saba Learning Online! Click the Begin button to start a class, or click on the Table Of Contents.

Step 6:  Click on the “Begin” button.

NOTE: IT IS NOT NECESSARY TO ANSWER ALL QUESTIONS IN AN EVALUATION
AT ONE TIME. BY CLICKING ON THE “SAVE FOR LATER” BUTTON, IT IS
POSSIBLE TO RESPOND TO THE EVALUATION QUESTIONS IN PHASES AND WAIT
TO SUBMIT THE EVALUATION UNTIL ALL QUESTIONS ARE ANSWERED.

An introductory page to the evaluation will appear.
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a Saba Software - Microsoft Internet Explorer

SBack * o v ° fa} ‘ @SEarch [ Favorites @Histury | %v = ™ ) !B

SFA Standard Template

Survey {Juestionnaire

Click on the Begin button below to begin the Questionnaire.

You are here : SFA Standard Template

NOTE: USE THE NAVIGATIONAL ARROWS AT THE BOTTOM OF EACH QUESTION
PAGE TO NAVIGATE FORWARDS AND BACKWARDS THROUGH THE SURVEY.

NOTE: AT ANY TIME WHILE COMPLETING THE EVALUATION, CLICKING ON THE
“CLEAR ENTRIES” BUTTON CAN CLEAR ALL ENTRY RESPONSES.

Step 7: Complete the evaluation questions and click on the “Submit” button.
A pop-up window will open, asking “Are you sure you want to submit the
Test?”
Step 8: Click on the “OK” button.
Step 9: Click on the “Exit” button.
A pop-up window will open, asking “Are you sure you want to Exit?”
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Click on the “OK” button.

The “Evaluations: (Your Name)” page will appear. The status of the finished
evaluation is marked “Completed.”

; My Saba - Microsoft Internet Explorer

Back » = - ° fat | @SEar:h [#]Favorites @Histury | %v = - 2 g

Calendar | Contact Us

B u.S Department af
Education

T e My Profie
" Surveys Evaluations: SFA Partner

- Ewaluations

My Home

Here is a list of evaluations you have been selected to respond.
For an evaluation with "Hew Request’ status, please choose to accept or decline the request, Then click "Submit",

For an evslustion with "Acceptad” or "In Prograss” ststus, please dick on the evaluation name to start or complete your response.

2002 Precertification Training Evaluation 001040: 2002 Precertification Training Class Evaluation  Accepted

2002 SFA Spring Conference Evaluation 001040:2002 Precerification Training Class Ewvaluation Declined m
2002 EAC Confersnce Evaluation 001040:2002 Precerification Training Class Evaluation Deaclined m
2002 Fiscal Managerment Watkshop Evaluation 001040:2002 Precettification Training Class Evaluation Cormpleted m

oD D

NOTE: ONCE AN EVALUATION HAS A STATUS OF “COMPLETED”, THEN IT CAN
BE DELETED FROM THE EVALUATION LIST BY CLICKING ON THE DELETE ICON IN
THE RIGHT COLUMN.

Final step.
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VIEW & EDIT PERSONAL PROFILE IN REGISTRATION SYSTEM

Each user in the Registration System creates a personal profile when setting up their
registration account in the System. A personal profile includes information such as
your name, email address, and work phone number. Keeping this information up-
to-date is important so that FSA University and the System can work effectively.

The objective of this section is to learn:
» How to view and edit Registration System personal profile

What other sections should be completed before beginning this section:

> Log into the Registration System

To view and edit personal profile:

Step1:  From the “MyHome” page, click on the “My Profile” tab in the top
navigation bar.

A “Personal Information” page will appear.
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My Profile - Microsoft Internet Explorer _ |8 x

File Edit vwiew Favorites Tools  Help |
GBuk + = - @ ot | @isearch (3 Favorkes  EHHistary | B- & EE )
Address I@ hittp: w19, sabahasted, comySabaveb j eact] |J Links **

Calendar Contact Us

My Home

ey e—

=

- personal Personal Information I
Information

- [Class Requests

Personalize

=tk red - denotes raquired information
Personalize
= First Narme Last Narme Title
= Landing Page I Partner I j
User Harme Security Keyword

earch:

IW[ JIob Title 1ok Type E-rmail
I I - anypartnar@any.edu

Tax Exempt?

Home Phone Work Phone Fax
000-000-0000

Address1
Jany Address Usa
Address?

City State Zip
[Town |5tate 00000

Country

IUSA

Enter mailing address if different from above or click
the button to copy the address from ahove.

Phone Fax

Address1

Address?

City State zip

Country

Save

14l

Step2:  Edit the necessary fields of the “Personal Information” page.

Step 3: Click on the “Save” button.

A “Save Status” page will appear with the message, “Your personal
information was updated successfully”.

Final step.
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CUSTOMIZE “MY HOME” PAGE

The Registration System enables you to customize your “My Home” page. You can
use these customizations to determine the time frame reflected on the “Home Page”
(e.g. upcoming registrations within the next 90 days), notices to be displayed (e.g.
upcoming events, surveys/evaluations awaiting response, waitlisted registrations),
quick links (i.e. links that appear in the left sidebar), and personal web links (i.e. FSA
University’s Training Site).

The objective of this section is to learn:
» How to customize the “My Home” page

What other sections should be completed before beginning this section:

» Log into the Registration System

To customize the “My Home” page:

Step1:  From the “My Home” page, click on the “My Profile” tab in the top
navigation bar.

A “Personal Information” page will appear.

“J My Profile - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

Back - = - ° i ‘ @Search (3] Favorites @Hlstory | @- =] - L] g

Aedchess [@] htp: 13, sabshasted. comjSabates =] @0 HLlnks »

My Home

- :'::—::'I‘:'ﬁm Personal Information =
- tlass Requests
_ Personalize
Catalog et
rad - denotes required information
Personalize
S Eiiline First Narme Last Name Title
- Landing Page [sFa Partner [ HE
Usar Hams Security Keyword
G SFAPARTMNER
l—_' Job Titls Job Typs E-rnail
SelectOne =«
I 'I anypattner@any.edu
Tax Exempt?
Home Phane work Phone Fax
000-000-0000
Address1
[any Address Usa,
Address2
ity State zip
[Toum |State 00000
Country
USA
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Step 2:

Step 3:

Step 4:

Click on the “Personalize Homepage” link in the left sidebar.

A “Personalize Homepage” page will appear.

a My Profile - Microsoft Internet Explorer

File ~ Edit  ‘iew Faworites  Tools  Help ‘

Bk = - i) ‘ @@search (3 Favorites £ History | B & ¥ (o Bo g

Aedchess [ @] htp: 13, sabshasted. comjSabate: =] @ |JLinks »

Calendar

Personal =
Information Personalize Home Page

Using the options below, select which sections you would like displayed on vour personal home page. You can edit these options at any time, Click

My Home

= Class Requests
" "Save" when you are done,

ot Proe)

Personalize

+ Homepage what time frame would you like reflacted on your Home Page?
- Landing Page Within the next (days): |30 ¥
earch: Select Notices to be Displayed

SelectOne 'I ¥ Upcoming Events

I~ Expiring Certifications

¥ Cevelopment Plan- Iterms to Do

[T Surveys/Evaluations Awaiting Response
¥ Pending Grder Requests

W wait-listed Registrations

Select your Quick Links
W Enrollments b
I~ surveys
¥ Development Plan
I~ Browse Learning Catalog
¥ sSearch Learning Catalog
[~ Personal Catalog
W order Histary
¥ Transcript

[T |

Edit settings on “Personalize Home Page” page.

NOTE: A CHECKMARK TO THE LEFT OF A SETTING INDICATES THAT THE NOTICE
OR LINK WILL APPEAR ON THE “MY HOME” PAGE.

Click on the “Save” button.

A “My Home” page will appear, reflecting the personalized changes
identified on the “Personalize Home Page” page.

Final step.
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CHANGE PASSWORD

Your login password to the Registration System should be changed periodically.
Changing your login password is the only activity that must be done using the
Jamcracker portal.

The objective of this section is to learn:

» How to change your login password

What other sections should be completed before beginning this section:

> Log into the Registration System

To change your login password:

Step 1: Close the Registration System window after logging in.
“ ” : L)

A Jamcracker “My Home” page will be visible.

NOTE: THE REGISTRATION SYSTEM WINDOW IS THE SMALLER WINDOW THAT

OPENED OVER ANOTHER BROWSER WINDOW.

TJ Central - Microsoft Internet Explorer @lx
File  Edit  Wiew Favorites  Tools  Help ‘-
Back » = - ° fat | @SEar:h [#]Favorites @History | %v = - 2 g

fiddress |@ L9IZWF2sZhsy TylLmyvyUwG| 610996 L6035347 7242/ 1 74331357 /6{7001/7001/7002{ 7002/ 7001 /-1 |-276949869545 726651 81 7433 1 398/6/7001/7001 [7002/7002/7001- 1 j e HLinls &

S >

:::,:,;F;:m"w o MyCompany Services Support Marketplace Admin gamcracker
Welcome, Allison % e user's guide | log out
Welcome to your Workspace. [

QP
MNew Benefit infarmation
my profile
Edit My Profile
Change Password
In preparation for updates to Jamcracker Enterprise, there will be a
maintenance window starting at 10:00PM PST on Saturday 2/9/02
until 3:004M Sunday 2/10/02, During this time, Jamcracker Central will
be unavailable, If you or others in your arganization have questions, m
please contact the Jamcracker Service Center directly at (877) 848- Y (R e
2586 or (602) 282-8400, Persanal Email
dfad
Case# Description Status
178739-021320028 Provision SABA-LEARNING-,, Open
178F35-02132002 Provision BE-INFOPOP for.. Closed
178727-02122002 Provision BE-INFOPOP for.. Closed
162274-10172001 Test: Test on CF1 chat s.. Closed
150833-10112001 Workspace : Perform.com .. Closed
Feedback | Privacy | Security
#jamcracker |
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Step 3:

Step 4:

Step 5:

Step 6:

Step 7:

From the Jamcracker MyHome page, click on the “Change Password” link.

A “Change Password” page will appear.

3 Central - Microsoft Internet Explorer

T

File Edit ‘iews Faworites Tools Help

WHBack - = - @ ] ‘ @Search [l Favarites aHlstory | %- = - ﬁ o} g

Address I@ E3WhtIpC6hSXv9Hg4WYZNhn\6340455367267686757!1?4396934,!’6J'7UE|1,i?UUl,l'?UUZ,I’?UDZ)’?UU]J'—l|—BSD]9EIU‘35167?24141l,i174396933;‘6)’7001I?UU]J?DUEJ?UUZI?UDU—Ij @GO “Liﬂks >

o 3
Q oo Department of MyCompany Services Support Markelplace oamcr acker

Learning

— .
Welcome, Janet Zd%7 Lwe Support user's guide | log out

Change Password

Change your password

Old Password

New Password I
Confirm New Password I

Feedback | Privacy | Security

djamcracker

In the “Old Password” field, enter old password.

In the “New Password” field, enter new password.

NOTE: THE LOGIN PASSWORD MUST BE AT LEAST 6 CHARACTERS IN LENGTH
AND CONTAIN BOTH NUMBERS AND LETTERS. PASSWORDS ARE CASE
SENSITIVE.

In the “Confirm New Password” field, enter new password again.

To save changed password, click on the “Submit” button.

A “Password Change Confirmation” page will appear.

Click on the “Done” button to return to the Jamcracker MyHome page.

NOTE: TO LAUNCH THE LEARNING MANAGEMENT SYSTEM AGAIN, CLICK ON
THE “LEARNING” ICON ON THE TOP NAVIGATION BAR.

Final step.
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